~ ORDER U.S. DEPARTMENT OF TRANSPORTATION SO AT 1100.2C
FEDERAL AVIATION ADMINISTRATION '
SOUTHERN REGION

1/15/04

SUBJ: STANDARD OPERATING PROCEDURES (SOP) - EVALUATIONS STAFF

1. PURPOSE. This order provides Standard Operating Procedures (SOP) for the Regional Evaluations
staff.

2. DISTRIBUTION. This order is distributed to all Branch/Staff Managers, Air Traffic Division,
members of the Evaluations Staff, and the Air Traffic Evaluation and Investigation Staff.

3. CANCELLATION. Order SO 1100.2B, dated 9/16/02 is cancelled.

4. RESPONSIBILITY. The Evaluations staff is responsible for the development, support, and
administrative oversight of the Air Traffic Division’s (ATD) Quality Assurance program. The staff also
serves as the ATD focal point for Freedom of Information Act (FOIA)/Privacy Act program
management, evaluations, operational error/deviation prevention and follow-up actions,
accident/incident investigations, NMAC and pilot deviation reporting, and litigation support. The staff
shall:

a. Develop and support the ATD’s Quality Assurance Program, providing guidance to field
facilities for the implementation of national and regional policies, programs, standards, and procedures
pertaining to quality assurance.

b. Function as the focal point on and participate in the review of operational errors and
deviations for all field facilities. Provide guidance to field facilities on handling accidents and incidents.

c. Serve as the ATD focal point for tracking and following up on NTSB, System Safety and
Efficiency Reviews, and other recommendations made to improve the air traffic system in the region.
Administer the regional inflight assessment program through use of private aircraft and the agency’s
rental and jump seat authority. Provide representation to NTSB officials when requested in
accident/incident cases.

d. Serve as the ATD focal point for Freedom of Information Act (FOIA) activities and review of
accident packages.

e. Conduct assessments of field operations programs as directed by Division Manager and
national/regional directives. Administer the division’s facility evaluation program and assist AAT in

conducting evaluations and assessments of field facilities.

f. Function as the Air Traffic Division focal for processing of Unsatisfactory Condition Reports.

Distribution: A-X(AT)-3; AAT-20, (Info copy) Initiated By: ASO-505
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5. STANDARD OPERATING PROCEDURES. The followmg appendices contain individual SOPs
for functions performed by the Evaluations Staff.
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ADMINISTRATIVE

1. Correspondence.

a. The ASO-505 staff is responsible for processing draft correspondence, including signature
and distribution. Due to the volume and constantly changing nature of some information, it is necessary
to maintain a desk reference guide containing phone numbers, subject samples, and a distribution list.
This binder contains subject tabs for quick reference.

b. Hotline and Congressional correspondence shall be answered by the QAS responsible for
facility addressed in the correspondence. When submitting a response for ASO-500 signature, ensure
the mail control cover sheet is included. This allows proper tracking by ASO-500A.

2. Telephone Procedures.

a. Each specialist answers his or her incoming calls. If he/she is away from their desk, the caller
is instructed to leave a message.

b. All calls from the regional communications center require immediate attention. The ASO-
505 Manager or a quality assurance specialist has to be contacted in a timely manner.

c. The phones are Meridian. To call out, dial 9, then the local number. To call within the
building, dial four digit extension. To call long distance dial 9, 1, area code, the number.

3. Mail Procedures.

a. Incoming mail is date stamped by the secretary then routed to ASO-505 Manager or the
specialist assigned the program responsibilities.

b. All mail controlled correspondence is given to the ASO-505 Manager and the secretary makes
a copy for suspense and makes an entry in the Lotus Notes 505 Calendar. The document is then
distributed to the specialist assigned responsibility.

c. All outgoing mail is handled via; interagency envelopes, first class, certified, or Federal
Express.

4. GENOT Handling.

GENOT’s are picked up from the ROC each morning by the duty specialist. The Secretary (or in the
secretary’s absence) the duty specialist shall date stamp “received & date” and write “distributed by”
and initial in the upper right corner. Make eight copies for 505, one for each QAS, one for the
Evaluation Program Specialist and one for ASO-505. Additionally, make five copies and distribute one
to each branch and ASO-500 via the division mailboxes. Place the original in the GENOT binder.
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5. Document Coordination.

The manager or specialist prepares correspondence, which is reviewed by the branch secretary, for
format, verbiage, spelling, grammar, etc. The document is then routed to the manager for review and
approval. The correspondence requiring ASO-500 signature should be routed through ASO-500A,
AS0-502, ASO-501, ASO-500 and then back to ASO-505A for final distribution/mailing. The grid

copies of correspondence shall be returned to the originator, except for OE/D concur/non-concur
memoranda which are placed on the left side of the OE/D folder.

6. Time and Attendance (T&A).

a. The ASO-505 secretary is responsible for maintaining all time and attendance records for the
staff. T & A’s are processed through CRU-X. All staff members are responsible for ensuring the
secretary has complete and accurate information on their attendance, leave, and travel schedules. At the
end of pay period, all T & A information is entered into CRU-X for approval by the T & A approving
official. The Administrative Program Assistant is the backup for the secretary.

b. The requirements of the job necessitate that specialists, at times, work at home in the evenings
or on weekends when on-call. When this occurs, compensatory time or credit hours (up to 24) is
authorized. Document the time and reason on the comp time worksheet located on the H:drive, by pay
period, for ASO-505 approval. All other occurrences of compensatory time being earned must be
approved, in advance, by the ASO-505 Manager.

c. Specialists are expected to complete travel requirements utilizing evaluator credentials.
During credential travel, specialists shall be in a duty status.

d. Requests for annual and scheduled sick leave will be processed in the order received.
Employees are responsible for ensuring their work is accomplished prior to utilization of leave. A

minimum of one administrative person and one QAS shall be in at all times.

7. Information Binders.

a. Several binders are maintained by the secretary, the program specialists, and staff specialists
in the secretary’s work area as well as general file area for review.

b. Information is purged from each binder as it expires or requires updating.

8. Forms, Directives, and Supplies.

These items are obtained by the secretary from the appropriate offices in the Regional Headquarters
Building. Requests for these items shall be coordinated through the secretary.

9. File Maintenance.

A new official files list is reviewed by the ASO-505 staff and verified for currency at the beginning of __
each calendar year. Subject files are retained per Order 1320.
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10. Travel.

Travel to assigned facilities is an integral and important part in the accomplishment of the Evaluations
Staff's function. It is desirable that specialists visit facilities at least once a year since this provides the
Evaluations Staff with a firsthand awareness of individual facility requirements. It also allows for
assistance in preparing facilities for AAT evaluations. However, the budget situation at any given time
will have a direct impact on available funds for travel and will require modifications to proposed travel.
Although facility travel is desirable in the job fulfillment of this section, it cannot always be
accomplished as prescribed.

a. To a large degree, circumstances dictate travel requirements for ASO-505. Activity such as
Headquarters evaluations, accidents and incidents, certain operational errors, surface incidents, Regional
assessments/reviews, etc., require ATD representation from ASO-505.

b. Facility travel also provides the opportunity to accomplish in-flight evaluations of facilities.
See Appendix 3, Evaluations.

c. Individual travel/trip orders are prepared as necessary by the person traveling. Familiarization
training trip forms and tickets are prepared when requested.

d. Each Quality Assurance Specialist (QAS) is responsible for his/her travel arrangements.
Please utilize FedTrip (web based travel reservation system) when making airline reservations.

e. Each QAS is responsible for preparing his/her travel voucher. Travel vouchers shall be
submitted to the ASO-505 Manager for signature within five administrative workdays upon returning
from travel. After preparation and signature, the travel vouchers are routed to ASO-26 for payment.

11. Quality Assurance Seminars and other training/seminar functions.

QA Seminars are conducted by the Evaluations Staff as resources permit. These seminars are provided
as an introduction to field facility personnel on the topics of evaluations, FOIA requests,
accident/incident documentation, and operational error/deviation reports. Presentations are normally
reviewed, updated, and conducted by those specialists assigned the topic responsibilities.

Other training modules (visual separation, leadership training, runway incursions, Operational
Supervisor Workshop Training, etc.) are presented by the Evaluations Staff when requested by field
facilities or at the discretion/direction of the ATD. These modules have been developed and are
maintained by ASO-505.
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FOIAs, PRIVACY ACT AND LITIGATION

1. Freedom of Information Act/Privacy Act Processing Responsibilities.

a. The Evaluations Program Specialist (EPS) is delegated responsibility for the Freedom of
Information Act (FOIA) and Privacy Act requests involving the Air Traffic Division (ATD). All
requests received are processed by the EPS. These requests cover a wide range of subjects including,
but not limited to aircraft accidents/incidents, facility evaluations, operational errors/deviations, and
pilot deviations.

b. All Quality Assurance Specialists (QAS) are responsible for maintaining an adequate working
knowledge of the law and the processes used to meet requirements of these acts in the region. They are
expected to be able to answer general questions on the process, and to provide backup for the EPS
during absences.

2. FOIA Procedures.

Procedures on handling of FOIA requests are contained in Orders 7210.3, 1280.1, and 1270.1

a. FOIAs sent directly to the ATD will be reviewed upon receipt to determine what information
is being requested, whether or not other regions, divisions, and/or facilities are involved, and to
determine the date of the data being requested. Due to the retention period for voice recordings and
radar data, it is critical that this process is completed upon receipt. Please note that this includes
telephone or verbal requests which require the same determinations as above.

b. All FOIA requests must be logged in with the Management Systems Branch, ASO-65. ASO-
65 enters the FOIA into the National Database where it is assigned a FOIA Control Number.

c. When a FOIA request involves more than one division, ASO-65 will assign one of the
divisions responsibility for gathering the data and preparing the response for the Regional Administrator.
If the ATD is not the custodian for the requested information, the EPS will notify ASO-65 so that further
coordination can be accomplished i.e., joint assignment to another region and/or division.

d. If the requested information is not available from an FAA office, refer the requester to the
appropriate office, if known:

(1) The FAA does not release data being retained at Federal Contract Towers (FCT's).
1.e. voice recordings. The exception is information provided by the FCT contained in the formal aircraft
accident package retained in the region. Requests concerning FCT’s should be referred to the
contractor.

(2) The FAA does not release requests regarding military accidents. Such requests
should be directed to the military facility concerned.

(3) Requests for weather data not contained in the accident/incident package should be
referred to the National Weather Bureau.
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e. If arequest pertains to an aircraft accident, the accident database must be reviewed to
determine the responsible facilities. Most FOIA requests are time critical due to Air Traffic data
retention requirements. Therefore, responsible facility identification and notification is the first step in
the FOIA process. Within the notification process, facilities should be advised to secure any requested
data, information, etc.

f. Title 49 provides for an initial response within twenty (20) working days after the appropriate
office receives the request. This letter (referred to as an "interim response/letter") is normally brief and
contains acknowledgement of the request and an estimated response time.

g. In instances where the ATD has the action and a portion of the request is within the
jurisdiction of another region, the requester is notified that a copy of their letter is being forwarded to
that region for a response to their portion. A copy of the requester’s letter, along with a memo, is then
forwarded to the other region. Other regions respond separately.

h. All information sent to the region from the field should be copies; originals should be
maintained at the facility. Under no circumstances shall original text, tapes, etc., be given to any FOIA
requester. An exact duplicate (in the same format, i.e. diskette, zip drive, DAT, etc.) of the information
provided by the facility is to be retained with the FOIA. It is inappropriate to develop a record that is
not in existence, such as a written transcript of a voice tape.

(1) Each FOIA request must be considered individually. There are nd set answers to the
questions of release/non-release of information for ATD purposes. Requests for data that do NOT
specifically ask for information via FOIA procedures, shall be processed as FOIA requests.

(2) If the requested information is not available for whatever reason, prepare a letter
informing the originator of the situation. The Regional Administrator, ASO-1, is the only person
authorized to sign a letter of no records, partial records, denial or partial denial. These letters shall be
coordinated with ASO-65 and ASO-7. Additional divisions may be involved in the coordination if the
request involved more than one division.

i. Order 7210.3 outlines charges for providing FOIA information. There are certain situations
where fees are not charged. Fees are collected in advance for all FOIA requests, unless the requester has
already established a favorable payment history. Once the information requested has been gathered by
the EPS, a letter shall be sent informing the requesting party of the cost for the data, the agency to whom
to make the check payable. "Department of Transportation/Federal Aviation Administration
(DOT/FAA)" and the type of payments that are acceptable in accordance with Title 49 CFR. Title 49
also provides for waiver of fees in some instances.

j. Prepare a courtesy copy of ALL letters for ASO-65. Letters concerning FOIA’s shall be
prepared and processed by the procedures contained on file by the EPS.

k. Ifthe FOIA concerns an accident or incident, it is to be filed with the accident or incident file.

1. FOIA’s not associated with an accident or incident are to be filed in a separate section
designated for FOIA’s.
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m. FOIAs that do not concern accidents are retained for 2 years. FOIA denials are retained for
6 years. Completed accident FOIAs are retained for the same time period as the associated accident
file.

3. Privacy Act Procedures.

a. Privacy Act requests are handled much the same as FOIA requests. The document should be
read carefully to determine if it is a valid request. If so, a determination is made as to where records are
located, and a copy of the request is forwarded to that office(s).

b. Unlike the FOIA, Privacy Act requests can be received in verbal as well as written form;
however, in this region, only written Privacy Act requests for personnel records are accepted. A Privacy
Act request can be submitted in letter format.

c. The fee schedule for Privacy Act services is located in FAA Order 1280.1, Appendix 1.
Regional Counsel, ASO-7, provides assistance, when needed.

d. FOIA and Privacy Act records are maintained in accordance with FAA Order 1350.15.

4. Litigation.

ASO-505 serves as the ATD point of contact in litigation matters and provides liaison support between
AAT-200, General Counsel, and field facilities. The EPS is delegated responsibility for the following
functions:

When a notice of litigation is received, the EPS contacts all involved air traffic facilities and forwards
each facility a copy of the AAT-200 memo via electronic means with a due date. Normally, facilities
are required to Express Mail their records directly to Washington, notify ASO-505 of the mailing date,
and a list of information provided.

a. Upon receipt of Production Requests, collect necessary data from the facilities involved.

b. Review all data provided to ensure that it complies with applicable regulations (i.e. Order
8020.11). If deficiencies are noted, provide appropriate documentation.

c. Obtain appropriate data from Regional Office files and prepare a response. Forward
documentation to AAT-200.

d. A “Notice of Litigation” binder is maintained by the EPS. This binder contains
memorandums informing the ATD of Notices of Litigation, active and completed. In addition, the
monthly Active Litigation Status listing is also contained in this binder. The Notice of Litigation is also
filed in the appropriate accident file.

e. Requests for documents to be held beyond their appropriate retention date should be in

writing from the requesting office. This will ensure appropriate documentation for any involved
facilities.
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f. Copies of all pertinent FOIA requests and related correspondence are express mailed to
AAT-210 by ASO-505. If a “no records” determination is made, indicate in the cover letter what type
of search was conducted and where. The air traffic accident package (if applicable) and FOIA’s are
pulled and retained in a separate file cabinet marked “Litigation.”

g. Once ASO-505 receives a Notice of Completed Litigation, this is faxed to the appropriate
field facilities. The completion notice advises that standard retention as contained in FAA Orders
1350.15 and 8020.11 applies.

h. Litigation files are maintained by the Program Analyst and held until advised by AAT-210.
Retention is 30 days after the completion of litigation notice is received.
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EVALUATIONS

1. Evaluations include Full Facility Evaluations (FFE), Followup Evaluations (FUE), Special
Facility Evaluations, and Inflight/Preflight Evaluations.

a. FFE/FUE Preparation and Support.

(1) Evaluations are assessments of a facility's overall performance in the areas of
Operations and Operational Support. Full-Facility evaluations are conducted by the Air Traffic
Evaluations and Investigations Staff, AAT-20.

(2) AAT-150 normally conducts FFE’s and FUE’s in the Southern Region.

(3) Full Facility Evaluations shall include, as a minimum, the checklist items
identified in Order 7010.1. The checklists may be supplemented by Headquarters, the Region, or
field facilities.

(4) ASO-505 shall:

(a) Promote and provide on-site facility level support for FFE’s to the
extent that personnel and monetary resources permit. :

(b) Prior to each AAT FFE, review the facility’s previous FFE in order to
assist in the prevention of repeat problems and to identify any areas or situations that may be
useful to the AAT-20 evaluators. This will normally be accomplished by the ASO-505 specialist
responsible for that particular facility.

b. Post FFE/FUE Procedures

(1) Upon receipt of FFE/FUE report from AAT-20, the branch secretary shall file
a copy on the H drive in the facility folder, forward a copy to the QAS and the facility mailbox
(except for FCT & NFCT reports shall be forwarded to the hub) using Lotus Notes.

(2) Reports that include regional problems shall be forwarded via Lotus Notes to
the appropriate branch by the QAS for reponse. If needed, guidelines outlining the format to be
used and due dates shall be provided to the recipient. The Evaluations Staff shall be responsible
for tracking and updating AAT on regional problems until closure is accomplished.

(3) Track and review responses to evaluation reports to ensure they are timely,
effective, clear, in compliance with Order 7010.1, and that they adequately address the problem.
Coordinate with the facility and/or hub via telephone, Lotus Notes, or NSEAI, as appropriate, to
make required corrections. The Evaluations Staff will actively work with the facility to bring all
items to closure in a timely manner.

(4) Provide AAT-150 with an electronic concurrence/non-concurrence of facility
and hub problem responses prior to the AAT-150 deadlines.
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(5) Provide facilities and hubs feedback on-the status of their FFE report when
problem response replies are received from AAT-20. This will normally be accomplished by
returning the AAT-150 reply via Lotus Notes. If NSEALI is the primary means of responding to
evaluation items, authorized facility personnel can determine the status of these items by
accessing their facility information via NSEAI. The problems are not considered closed until
AAT advises the ATD of closure. This action is continued until all items are closed.

(6) Each QAS is responsible for checking NSEAI and ensuring timely responses
by the facility and the region.

c. Special Facility Evaluations.

Special evaluations are conducted as required, or when deemed necessary by the ATD or AAT-
20. Headquarters conducts the vast majority of evaluations; procedures are included in Order
7010.1. Evaluations initiated by the ATD are normally done on an "as needed" basis, and are
handled on a case by case basis. The following is provided as guidance:

(1) Division coordination should be effected as necessary with other branch
offices. Awareness of facility conditions, problems, future installations, etc., can help prepare
the Evaluations Staff to analyze conditions at the site. Depending on the nature of the
evaluation, input and/or participation on the evaluation from other branches may be helpful or
necessary.

(2) During an ATD evaluation, the lead evaluator should provide a daily briefing
to the ATM/designee, providing a short summation of what the team has looked at and any
determinations made for that particular day. In addition, an exit briefing should normally be
conducted at the conclusion of the evaluation, providing an overall summary.

(3) During an ATD evaluation, a situation may arise where immediate corrective
action is warranted. Any such situation shall be immediately brought to the attention of the
ATM/designee. If appropriate, the evaluation specialist shall also advise the ASO-505 Manager.

(4) The facility exit briefing is the responsibility of the lead evaluator. As with
any other presentation, the out briefing requires preparation. Review to ensure all areas
evaluated are discussed. If more than one person is assigned the evaluation (other branches,
divisions, headquarters, etc.), it is critical to have a pre-out briefing meeting to determine who
will speak on each item and what the team's findings are.

(5) The ATM has the option of determining which facility personnel will attend
the exit briefing. Some sensitive items may require special handling i.e., closed door sessions.

(6) The Region Exit Briefing - Upon return to the region, debrief the ASO-505
Manager on the evaluation.

d. Quality Assurance On-Site Visits.
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Quality Assurance On-Site Visits are conducted by ASO-505 as part of accomplishing the QA
mission, usually at the direction of ASO-505, 501, or 500. These visits will normally address
specific ATD concerns.

(1) As positive intervention, discuss any identified problems areas with the
facility ATM prior to concluding the visit.

(2) Upon returning from travel, a Quality Assurance On-Site Visit report shall be
completed and submitted to the ASO-505 Manager. Reports should contain a brief narrative of
the facility visit, observed strengths and problem areas, recommendations, if any, and actions.

(3) If problem areas were cited, ASO-505 will forward a copy of the report to the
facility ATM.

(4) Action items and follow up will be assigned as needed.

(5) The responsible specialist shall file these reports in the individual facility
folders.
e. Inflight/Preflight Evaluations.

In accordance with FAA Order 7010.1, Air Traffic Evaluations, inflight/preflight evaluations are
an assessment of services provided by air traffic facilities. Evaluations assess system
performance and efficiency (e.g., phraseology, specialist techniques, application of procedures,
flight assistance services, etc.). It is the responsibility of the Quality Assurance Staff to conduct

such evaluations. There is no prior coordination with facilities on these evaluations.

(1) Inflight evaluations may be conducted using air carrier, agency, military, and
rental aircraft.

(2) Preflight evaluations may be conducted using the telephone or facility visits.

(3) Track and review inflight/preflight monitors conducted within the SO Region,
including those conducted by ATD personnel with evaluation credentials.

(a) These reports should be completed and entered into the FMR2K
program within 5 calendar days of the evaluation. If a response is required by the facility, the
ASO-505 staff specialist who conducted the evaluation shall notify the facility ATM as soon as
feasible, to allow him/her to review pertinent data within the specified retention period (see
further guidance below). A phone call and copy of the report via Lotus Notes is suggested.

(b) Reports normally requiring a response include: numerous “problem”
areas, an obvious lack of adherence to established procedures, or questionable items for which
there is no reference but that leave the evaluator uncertain as to the facility/sector efficiency.
When a problem or questionable item is identified on an inflight/preflight monitor report and a
response is required, take the following action:
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1 Immediately notify the facility and/or hub if appropriate, to
ensure they have an opportunity to preserve the investigative data. Coordinate a response due
date for ATD receipt.

2 Provide the facility with written response guidelines when
deemed appropriate.

3 Review responses for regional endorsement and forward the
original response to AAT-150 for receipt within 30 administrative days from the date of the
report.

4 When a commendable item is identified on an inflight/preflight
monitor report, provide feedback to the facility and/or hub, as soon as practical.

2. Air Traffic Evaluation Credential, FAA Form 7010-2.

a. ASO-505 specialists are issued an Evaluation Credential that authorizes access to air
carrier jump seats for the purpose of evaluating air traffic services. In accordance with Order
7010.6, this office requires security, tracking, and signatory authority as follows:

(1) All holders of Evaluation Credentials are responsible for using the credentials
within the guidelines of the program, and in a manner that will not reflect negatively on either
the program or the FAA. It is the responsibility of all members of the Quality Assurance Staff
who utilize the Credentials to meet all requirements of the program, including the timely
submission of flight monitor reports.

(2) The ASO-505 secretary is responsible for ordering, dispensing, and tracking
of FAA Form 7010-4 booklets, "Request for Access to Aircraft or Free Transportation”, for all
employees in possession of Evaluation Credentials.

(3) Holders of Evaluation Credentials are delegated signature authority for the
issuance of FAA Form 7010-4 and shall ensure the security of all booklets in their possession.
Completed booklets shall be returned to the secretary for one-year retention after date of last
travel.

(4) Requests for Credential travel for any reason, including support of accident
investigations, incidents, or other special circumstances, shall be approved by the ASO-505
manager prior to such travel. Requests may be verbal or written, and shall include purpose and
itinerary of the flight(s).

(5) In order to maintain the integrity of the program, all transportation utilizing
the Evaluation Credentials shall be tracked. To accomplish this, the purpose of each trip will be
recorded briefly on the inside cover of the FAA Form 7010-4 booklet adjacent to the flight
information. The secretary will retain carbon copy of the FAA Form 7010-4 and booklet.

(6) Credential users will forward, via Lotus Notes, copies of all Inflight/Preflight
Evaluation Reports, FAA Form 7010-1, rated as Commendable, Questionable, or Problem, to the
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following: the facility being evaluated, the ASO-505 specialist responsible for that facility, and
the AAT-150 mailbox.

(7) On the 5™ of each month each QAS shall forward a report of credential usage
for the prior month to the Administrative Program Analyst. The monthly report shall contain the
date of the trip, the leg flown (i.e. ATL-MEM), the total number of frequencies monitored, the
ticket number, and a statement indicating all reports were uploaded in FMR2K. Negative reports
are required.

b. By the fifth working day of each month, the secretary will submit all inflight
information for the previous month to AAT-100 via Lotus Notes. This requirement is
accomplished by extracting the information from the ASO file server and attaching it as a file to
a Lotus Notes message.

3. Evaluation Files.

Each QAS shall maintain individual field facility files for their assigned facilities. As a
minimum, the contents of these folders include AAT and ASO-505 correspondence relating to
facility evaluations. Documents relating to special quality assurance programs may also be
retained in these folders.

Page 5




s

1/15/04 ' SO AT 1100.2C
Appendix 4

OPERATIONAL ERRORS/DEVIATIONS

1. Preliminary Operational Error/Deviation Investigation, FAA Form 7210-2.

The facility has 3 hours for initial notification of an OE/OD from the time the occurrence is first
reported or suspected. The preliminary investigation consists of the initial facility notification; the
review and input of data in the Evaluations Staff network computer drive, ACCESS and ANOVA
databases; scheduling the ATD followup call-in; and followup on questions raised during the followup
call-in.

a. Each QAS will ensure completion of the following regarding operational errors/deviations:

(1) Review FAA Form 7210-2 for completeness and ensure data is entered in the
network drive. The original facsimile copy and the printed computer copy will be forwarded to the
Secretary for file creation. An Operational Error/Deviation Checklist label will be placed on the file for
tracking purposes.

(2) Ensure that followup call in is scheduled. Followup call-ins will normally be
scheduled within two administrative days following an error/deviation. Coordinate through the
Evaluations Staff utilizing the On-Time Program, then advise the facility of the call-in date and time.
Once the date and time have been set, advise ASO-505, ASO-500A, 505 specialists and other branch
managers, as needed, of the call-in. Notification may be made through Lotus Notes, Nextel and /or
Skytel.

b. The Quality Assurance Specialist having taken the initial facility notification shall prepare
any investigative notes on the occurrence and forward these to the QAS responsible for that facility.
This information will be retained with the preliminary report for staff review prior to the call-in.

c. The Quality Assurance Specialist responsible for that facility will ensure the facility has a
clear understanding of how to conduct the followup call-in. The facility will be requested to fax any
pertinent documents (plots/maps, recertification plans, statements, etc.) and all corrections to the
preliminary report at least one hour prior to the call-in. The facility should be prepared to answer
questions about the issues surrounding the error, including facility corrective actions.

d. Prior to the Follow-up call-in, QA specialists participating in the call-in shall review the
preliminary OE/OD information for familiarity and identification of facility trends and/or previous
facility action items.

e. After the Followup call-in, the responsible specialist shall enter any corrections into the
network drive and then forward the OE/OD package to the secretary. The secretary will retain the file
pending completion of the Final Report or Reclassification.

f. AAT-200 will forward severity index on all OE’s to ASO-505. ASO-505 will save on the
H:drive in the facility folder and forward the severity index to the QAS responsible for the facility, and
the facility manager. ASO-505 shall print the severity index (in color) and the secretary will place it in
the OE folder, on the left side.
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2. Final Operational Error/Deviation Report, FAA Form 7210-3.

The facility has 30 administrative days from the date the occurrence was reported to submit their final
report to ASO-505.

a. The Secretary maintains a suspense log that is used to track facility compliance on final report
submission. The QAS responsible for a facility shall coordinate with the facility, as needed, to ensure
timely report submission.

b. Once the final report is received from the facility and within 10 administrative workdays, the
QAS having primary responsibilities for that facility will ensure completion of the following:

(1) Review FAA Form 7210-3 for completeness and accuracy per Order 7210.56.
Ensure that the facility investigation is complete and thorough that all deficiencies are identified and that
adequate and timely remediation is administered. All changes shall be coordinated with the reporting
facility. If any significant changes are required, the facility shall make them and forward a copy of the
corrected pages to ASO-505. The report submitted to Headquarters and retained by the Region must be
identical to the facility's.

(2) The final report shall be forwarded to ASO-500 for concurrence and signature. The
ASO-505 Manager has signature authority for routine final reports developed by the QAS. A copy of
the final report is retained for ASO-505 files the complete package is distributed per Order 7210.56.

c. Operational Error/Deviation files are maintained by the ASO-505 Secretary. File contents
will include the Preliminary Operational Error/Deviation Investigation report, FAA Form 7210-2, and
supporting documentation as received. The Final Operational Error/Deviation Report, FAA Form 7210-
3, and the printed severity index. Any reclassification documentation associated with the event will also
be retained in this file.

3. OE/OD Review Programs.

The intent of these programs is to raise facility, regional office, and headquarters awareness by
establishing a method of identification on facility trends. This will be accomplished through a statistics
based continuous review of operational errors based on facility past performance and actions previously
taken to eliminate errors and correct performance deficiencies. The results of the review shall be
documented and improvements made by implementing an action plan for each level of review.

a. Trend Analysis/Tracking/Reports. The Administrative Program Assistant is responsible for
tracking occurrences and trends. Specific reports/analyses are developed at the direction of ASO-505.
This includes tracking of causal factors and identification of awareness items.

b. The OES data base includes: the date of operational error/deviation occurrence, date final

report is due, extensions granted, etc. This information will be used to ensure that reports are processed
within the required time parameters.
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(1) Weekly, the Administrative Program Assistant will prepare the ASO Weekly QA
Digest. ‘

(2) Quarterly and/or as needed, the Administrative Program Assistant will prepare the a
comparison of operational errors year to date for all facilities in the Southern Region.

(3) Monthly the administrative staff will provide updates for the Monthly Program
Review.

c. As needed, the Evaluations Staff will prepare and disseminate the following:

(1) Prevention Programs. Specialists will assist field facilities in maintaining and
updating facility operational error/deviation prevention plans, as requested, to ensure they remain
current and effective. Additionally, the Evaluations Staff will sponsor programs, such as
readback/hearback; the poster campaign; and other incentive-based programs, to promote prevention
efforts.

d. Share problems and preventative measures that others have identified. Items that may be
included, but not limited to, are:

(1) Incentive/Recognition Programs.

(2) List(s) of good operating practices.

(3) Personal accounts of lessons learned.

(4) Tape talks.

(5) Simulation training.

(6) Surface error awareness programs.

(7) Readback/Hearback awareness programs.
(8) Periodic reviews of:

1 Operationally Acceptable Levels of Traffic (OALT) limits.

N

Monitor Alert process.

[\98)

Briefings covering operational OE/OD trends, customer input, evaluation
findings. etc.

4 Promotion of teamwork within the air traffic workforce.
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4. Operational Error/Deviation Reclassification Report, FAA Form 7210-5.

After the preliminary notification of an OE/OD is completed, review of data may indicate a
reclassification of the incident is appropriate, per Order 7210.56. The facility ATM shall submit FAA
Form 7210-5 and a justification memorandum to the ATD, through ASO-505, requesting a
reclassification.

a. The QAS assigned to a particular facility shall review the completed reclassification request
and coordinate with AAT-200 for verbal approval. Once AAT-200 approves, prepare a memorandum
recommending concurrence and forward to the ASO-505 Manager for review. The reclassification
request will then be forwarded to ASO-500 for approval and signature. If AAT-200 does not agree with
request, prepare a memo to ATM, of nonconcurrence, for ASO-500 signature.

b. Unless written approval for reclassification is received prior to the due date of the final
response, that response is still due from the facility.

5. SATORI
a. Maintain current software and hardware resources at the ATD.
b. Distribute revisions and updates to facilities when deemed appropriate.
c. Provide focal assistance to facilities with special requests.

d. Request and review SATORI events from facilities when applicable.




1/15/04 SO AT 1100.2C
Appendix 5

ACCIDENTS/INCIDENTS

1. Aircraft Accidents.

a. The Quality Assurance staff, ASO-505, is the focal point for air traffic facilities to coordinate
relative factors concerning accidents and incidents. Order 8020.11 and the SO Order 7210.13 prescribe
the responsibilities and procedures to be followed when handling such situations.

b. During the daily staff meeting, the duty specialist shall brief all accidents along with all other
pertinent events. During this briefing the 505 staff will make the determination of Formal (F), Informal
(D), or No Services (NS) for each accident listed on the Regional Administrator’s Daily Bulletin. The
FOIA Program Specialists then makes the entries in the database and makes notations on the Daily
Bulletin regarding the database entries.

c. As each accident is reported, the Evaluation Program Specialist will make a separate entry
into the accident tracking database. The Program Specialist coordinates with AAT-200 as accidents
occur. On a monthly basis, AAT-200 distributes an Accident listing. Upon receipt, Program Specialist
will review the monthly Accident listing and advise AAT-200 of any additions or corrections.

d. The Evaluation Program Specialist shall:

(1) Inform the responsible facility as to what type of package/file to prepare. If the
responsible facility disagrees with the Air Traffic Division determination, the EPS will advise the
facility to contact their assigned QAS. In the event there is a change to the initial determination, i.e.
FSDO upgrades or downgrades the incident/accident, the QAS shall inform the facility and the branch
secretary of the change. The branch secretary shall be responsible for updating or posting changes of
revised determinations in the database.

(2) Prepare a folder and label for the accident package and a memorandum (not dated) to
AAT-200 indicating the package has been reviewed by ASO-505.

(3) Track the progress of formal packages and follow up with facility personnel as
necessary. The EPS shall log all incoming accident packages into the EXCEL H:drive under accident
info and track each package through to the date of release from AAT-200.

e. The QAS having responsibility for a facility shall review completed formal packages and
coordinate changes with the facilities when necessary. Advise ASO-505 of major errors via lotus notes.
Submit corrected packages to AAT-200 for their approval.

f. Each QAS shall conduct an audit of at least one accident package per quarter. Request a copy
of the audio tapes for a transcript and compare the two for accuracy. The results shall be reported to the
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